
Renewing Items 

Renewing with Item in Hand

1.  Click on the Check Out Wizard. Scan, paste, or type a user ID in the Enter User ID or 
Name field. If you do not have the patron ID to scan, click Find User to display the Identify 
User window.

2.  The student record appears.  In the example below, the student has the highlighted item in 
their hand to renew – notice the due date is 2/24/2010.
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Renewing Items 

3.  Make sure the cursor is in the Find Copy search box 
Scan the item to be renewed (in this case item 25000003318160)
The item is renewed and the new due date appears in bold blue.

NOTE:  If the item cannot be renewed this pop-up box will appear:
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Renewing Items 
Renewing from a List

Either the Check Out screen or the User Status screen can be used to renew items from a list of 
the user’s current charges.  Click either wizard to start.

1.  Scan, paste, or type a user ID in the Enter User ID or Name field. If you do not have the patron 
ID to scan, click Find User to display the Identify User window.

2.  Click to highlight the item to be renewed, or click the Select All button to highlight all.
Click the Renew button .
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3.  When the item is renewed successfully, the item’s due date is updated in the list of the user’s 
charges, and displays in bold blue text.

Click Clear to look up another user.
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